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Password ™|

Employes Logon Problems? Password Rezet

Retiree Logen Problemz? Contact City of San Antenic Customer Service @ 210-207-28288

Access to this system is limited to authorized users only. Unauthorized access to the system, the unauthorized use of an
account, or the unauthorized use of a password are criminal offenses under Section 33.02 Texas Penal Code

EASG

1. Enter [User ID]

e If user has a Windows account, use the same ID as when logging

into the COSA system

e If user does not have a Windows account, use employee number

2. Enter [Password]

e If user has a Windows account, use the same password as when

logging into the COSA system

e If user does not have a Windows account, use customized password

3. Click [Log on]

Notes:

e Default password for employees will be made up of the following

information:
- Dollar sign

- First name initial upper cased
- Last name initial lower cased

- Last five digits of employee SSN

- John Doe would be “$Jd56789"

e Employees will need to use Password Management tool to reset and
customize their ESS Portal password
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Employee Self-Service applications provide you with easy access to information and services for
employses. This page gives you an overview of the entire offering.

Emplovee Search

Search for employees by name and find basic information about
collzagues and their posttion in the

company.

Working Time
Record your planned leave,

Quick Links
Record Working Time

Bensfits and Payment
Dizplay your zalary statement.

4. ESS Overview page appears



